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Encumber funds with a Change Order Level 1 
Office of Construction and Innovative Contracting 
Effective Date:  05/27/2020 

Purpose  

This procedure details how District Construction can encumber funds automatically for a Change Order Level 1, 
similar to the Change Order Level 2. 

Applicability  

Any user with a role which has capability to add a Change Order may use this functionality.  

Procedure Steps  

Prerequisites:  

1. The Change Order is a Level 1. 
a. See Contract Changes Change Order website for uses of Change Order Level 1.  

2. The Engineer has determined that funds should be encumbered for the Change Order. 

Steps 

1. Add the Change Order Level 1 on your contract in AASHTOWare Project™ 
2. Check the “Encumber funds – Level 1 only” box on the general tab of the Change Order 

a.  
3. Complete Change Order 

a. On general tab, enter: 
i. Issue 

http://www.dot.state.mn.us/const/contractchanges/changeorders.html
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ii. Resolution 
iii. Entitlement 
iv. Impact  
v. Cost 

b. Add items 
c. SAVE 
d. Submit for Approval 
e. Approve 
f. The Contract Changes Specialist will request funds to be encumbered. 

 

Forms  

• The Mn Change Order Document will now show 

o  

 

Contact  

AASHTOConstructionSupport.DOT@state.mn.us 
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